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HANDLING AND SHIPPING

Summary of Significant Rules

I. There are three classes of documait handling: (1) ROUTINE; (2) Department of Education Documentc
and (3) PRIORITY. Department of Edueatkin documents must be the next documents processed routinely.
PRIORITY documents must be processed on an expedited basis, in time to be inchxled in the next available
issue a RIE. Department of Education documents and PRIORITY documents are given special identifying
cover sheets. PRIORITY documents may not be rejected.

2. As soon as possible after documents are selected for the databoe, basic title information is to be transmitted
to the ERIC Facility for updating the Acquisitions Data Report (ADR). the system-wide duplicate checking
file. These transinissions may take place daily, or at any convenient frequency. The sooner a title is
entered, however, the sooner a *claim* is staked for that document.

3. The basic responsibility for duplicate checking residvs with dx Clearinghouses. *Duplicates* are defined
as two or more copies of exaedy the same document. (Variations of a text, published at different times,
are not considered duplicates, though their close similarity may be a factor in selection.) Prior to
publication of RIE, the Facility makes a fmal duplicate check of all items received from Clearinghouses.

4. Official Project Officer clearance for OEM/ED-prepared or sponsored documents is not required. Such
documents received from the ERIC Facility or other soumes can be assumed to have been cleared.

5. Clearinghouses are responsible for obtaining Reproduction Releases for documents from the appropriate
Pelsonal authms, cmporate SOUrCeS, or copyright/proprietary rights holders, arKI for maintaining a permanent
file of all ieleases obtained. Documents for which releases have been obtained must reflect this permission
via awropriate Reproduction Release labels affixed to their covers.

6. A Clearinghouse acquiring a document falling within the scope of another Clearinghouse should transfer
that document to the appropriate Clearinghouse promptly and directly.

7. A Clearinghouse selecting a document that overlaps the interests of other Clearinghouses must be careful
to index that document from the viewpoints of the other Clearinghouses, as well as its own. When assigning
documaits to Clearinghouses, the Facility is required, in scope overlap situntimis, to alert all Parties
concerned by affuing a °Scope Overlap Label* to the title page, identifying the Clearinghouses involved.
Copies of the labeled title page are sent to all alternative Clearinghouses.

S. All documents forwarded for inclusion in RIE must bear an OERI Policy Disclaimer Label stating that the
document does not necessarily reflect official OERI policy.

9. The use of Reply Cards (Acknowledgments to Contributors) is optional. Each Clearinghouse may choose
to use then or not. However, care should be taken not to send automatically such routine "thank you* notes
to inappropriate sources, e.g., a State Governor's office. Self-addiessed reply cards affixed to documents
by sow= institinions (or by the ERIC Facility on behalf d the source) should be detached by the
Clearinghouses and mailed only if the document is rejected; if the document is selected, they should be left
affixed throughout processing, since the Facility will later record on them the ED number before returning
them to the source.

NOTE: Beginning with the input for the Januaiy 1993 issue of RIE, original individual signed Reproductien Release Perms should
be attached and will bc filmed as the last page of the document to which they peitain. Reproduction Release Forms prior
to this date must still be retained indefinitely by the Clearinghouse.

Aine 1992
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HANDLING AND SHIPPING

10. A completed "aearingliouse Accession Log Sheer must accompany each shipment of docrunents from
Cleatinghouses to the Facility.

11. All packing, mapping, labeling, and addressing must conform to regulations and limitations of the
U.S. Postal Service (or other commercial delivery senice, such as UPS, that might be used in lieu of
USPS).

12. ERIC database materials shipped from Clearinghouses to the Facility via the U.S.Postal Service should be
sent Certified Mail, unless otherwise directed, in order to ensure Useability. Commercial delivery
companies (such as UPS) may be used if an equivalent stark:* is available.

13. Shipments of ERIC materials hum Clearinglicrasai to the Facility should be made weekly and should
conform to the "RIE Master Schedule' published at the beginning of each calendar year.

14. In geaeral, Ckainghnuses should amid requesting the return of documents submitted for announcement
in RM and filming by EDRS. Filming regains that the document be taken apart Original documents must
be ietained at EDRS for a period of at least four (4) months in ruder to be able to respond to possible
refilming needs. The return of a document represents a significant amount of extra work.

15. PiuoRrrY documans must be kept sepaiak from regular input. They should be shipped separatety and
should have their ovm individual Log Sheet.

16. Information external to the docement (e.g., letters from the source, news mimes, etc.), that may be of use
to document processors, should be retained with the documern throughout the entire mucessing and editing

cycle.

17. Clearinghouse Accession Numbers should be assigned sequentially, without gaps, and in a way that does
not "waste" numbers. Each Clearinghouse has been allocated a total of 999,999 numben with which to
weit.

18. Documents must be pawed properly for filminc by EDRS. All pages and sections must be present.
There should be no confusion as to the proper sequence of pages or docuinent pans. Oversize pages in the
Menai must be converted to a series of 8;4" x 11" (or 11 x ni" landscape") pages. Basically, the
Clearinghouse shoukl frepare a daemon eractly as they would hire to see it recontd on film and delivered
in reproduced paper copy to an-demand customer& The resulting package of pages Amid permit the
EDRS camera operator to film the documart routinely and without the necessity of additional remedial
actions.

so
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IV. HANDLING AND SHIPPING

A. Introduction

This section describes the procedures for handling and :lipping documents for RIE and
journals for CITE. After documents ate acquired, specific fosm and procedures are necessary in
order to prepare the materials for processing (xlection, catalograg, indexing, abstracting). After
processing is completed, additional guidelines must be followed in wrappi.ng, packing, labeling,
and shipping documents from one point to another.

B. Facility Handling

1. Receiving Candidate Documents for RIE

Approximately 6,000 documents are received annuely at the Facility, either by
mail or messenger, solicited and unsolicited, as candidates for RIE. These doctunents are
received by the Acquisitions Department where they are processed (see below) and then
assigned to appropriate Clearinghouses for evaluatica and possible selection. After
packages are opened, the wrappings are discarded. unless they contain some useful
identifying information not found elsewhere, e.g., sender's name and address. The
Facility's procedures few handling documents in these early stages include the following:

a. Checking of Documents in Process (DIP)

All dccuments are first checked against the Facility's internal
"Documents in Process" (DIP) file to see if they have previously been received
or requested by the Facility. (Since documents arrive from a variety of sources,
it is possible for a document to be on-mder, but to arrive independent of that
order.) Orders completed by receipt of a document are noted as such.

b. Establishing Title Control of In-Process Documents

Entries for the "Documents in Pmcess" (DIP) system are prepared for
all documents received at the Facility. The titles are transenhed exactly as they
appear on the document Personal and corporate authors, report numbers.
publication date, sponsoring agencies, series rotes, and other klentifying data are
recorded, if provided. Each entry also recce ds the date the item was received,
the copies received, and the final disposition (see Figure IV-I). The DIP file
serves as a reconl of all material received by the Facility. It is used to answer
the questions of contributors. Clearinghouses, and Central ERIC. It is a record
of all documents that have passed through the Facility on their way to the
Clearinghouses. When the processing of a document is complete and an ED
accession number is assigned, it ceases to be considered "in-process." Records
in this file are retained for a two-year period and are then removed.
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Pagel Documents in Process Master Report DATE: 05/14/1992

by Record Number

ACC#: 724 TATE RECEIVED: 05/14/92 CH ASSIGNED TO: SE

TITLE: Technological Literacy Workshop Proceedings

ORG A: National Science Foundation
ORG P.: Delaware Univ
ORG C:
AUTHOR: Jones, Russel C., ed.
SPONSOR: NSF
ruB DATE: 1991
ID*:
COPIES RECEIVED: 3
NOTES: 1 bound copy, 2 xerox; from editor

************************************************************************

FIGURE IV-I: Documents in Promo (DIP) SystemSample Entry

ERIC Proceuting Manual 9 IV-2 ./uuc1992



HANDLING AND SHIPPNG

C. Duplicate Checking

The primary responsibility for ensuring that documents already in the
ERIC system are not processed again lies with the Clearinghouses. The earlier
that clafilicates are diaeovaed, the water the savings in time, money, and
processing effort.

However, the nwility routinely duplicate checks all older documents
it receives in the Thle Index (a recent of items in the ERIC database),
Acquisitions Data Report (a mad of documents in process at the
Clearinghouses), and the Facility's Documents in Process (DIP) file. (One ct
the ERIC-on-CD-ROM systems also may be used in lieu of the Titk Index.)
The only Facility check of recently-published documents occurs when the DIP
file is stretched. If an entry is found in the DIP file, indicating previous receipt
of the document, the document is either discarded or sent to the Clearinghouse
as a `24 copy" or "Duplicate."

The decentralized nature of the ERIC system and of its acquisitions
efforts results in the Clearinghouses receivin, final venom; sources other than
the Facility, documents that are either aheady in the system or in-process at
their own or other Clearinghouses. Consequently, the Clearinghouses mat
check their own internal records, the Acquisitions Data Report, and the Title
Index, in an attempt to avoid duplicate pmcessing.

Clearinghouses receiving Department of EthicationtOERI reports
directly from sources other than the Facility are advised (see Section IV.C.141
to notify the Facility, because the document may almady be in process
elsewhere in the system. When such notification is received, an entry is made
in the DIP file, thereby preventing possible bier assignment of this same
document to a different Clearinghouse.

d. Information of Use to Document Processors

Some doctunents acquired by the Facility are accompanied by
infcemation (such as press releases or copies of letters panting permission to
reproduce or providing authorship, mdering, or price information), that is
essential for a complete and accurate document description. Sometimes
infoimation such as Witless or author affiliation is contained en the outside
wrappers and nowhere else. All such infonnation is attached when forwarding
documents to Clearinghouses. In general, the Facility sends along any
information that might help the Clearinghouses identify, catalog, or otherwise
process a document.

e. Assigning Documents to Clearinghouses (end Use of Scope Overlap Sticker)

Documents received by the Facility are assigned, on the basis of their
subject matter, to the appropriate ERIC Clearinghouses for selection and
processing (cataloging, indexing, abstrricting). The WC Clearinghouse Scope
of Interest Guide (Appendix A) is the authority for assigning doctunents.
Various problems may arise during assignment. Doctunents dealing with single
unified topics such as "Teaching English to Sixth Graders" can be assigned
quickly, correctly, and with certainty; documents dealing with multi-disciplinmy

June 1992
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topics (or mixes ci target populations and topics), such as "Strut:final Variables

Affecting CAI Pesformance on Arithmetic Ward Problems of Disadvantaged and

Deaf Situlads," can overlap the scopes of sowed Clearinghouses. It may be

POCOSSIffy to a= the Table &Contents, Introduction, Conclusion, and even the

body of lamb documents, to determine their maim thnst.

In genemL the Facility is required to spend the minimum time
consistent with reasonable and logical assignments on this activity. If a
downed overlaps the scopes of twn or more aearinghcasses, a Scope Ovalle)
Libel (Figure 1V4) is affixed to the cover. A reproduced copy of the cover
bearing such a Webs is then sent to rAch of the altamative Clearinghouses; this

action serves to alat Inch such Clearinghouse to the fact that a document of
intennt to than has been assigned to anodur Ckaringhouse. If a Clearinghouse
questions an assignment, it can contact direcdy the "prime" Clearinghouse that
received the document and negotiate which Cleminghouse should proms the
doctunent. The label also saves to alert die Clearinghouse that received the
doctunent of the need to take amount, during the indexing process, of the scope
and viewpoints of the altanative Clearinghouses. The lists crlifint Frequently
Used Index Terms" provkled in t e ERIC Cleariughowe Scope of Interest Guide

(Appendix A) can be helpful in this prams.

SCOPE OF INTEREST NOTICE

this document for
The ERIC FecRilly Orme=

tO:

In our judgment, this document
is also of interest to the Clear-
inghouses noted to the right.
Indesing should reflect their
niecial points of view.

FIGURE IV-2: Scope Overlap Label

Note that Clearinghouse assignment, and the number of copies teceived, are
recorded in the DIP file. If duplicate copies of the document ate teceived later,
they can be directed, if necessary, to the same Clearinghouse.

f. Special Instructions, Guidelines, etc.

From time to time, special instructions are forwarded from the Facility
to Clearinghouses along with documents that require special handling. For
example, a set of papers commissiowd by NCES far a workshop on one of the
National Education Goals may not display any of this information on their
covers. The Facility may be aware of this information because of its direct
contact with the conttibutor. In such a case, the Facility will devise a
recommended Note to be included in the cataloging of each document by those
Clearinghouses assigned the materials.



HANDLING AND SHIPPING

g. PRIORITIES in Document Handling

There ate thee classes of ERIC document handling:

Routine Docianentto be handled nozmally. ogularly. on a rust in/first
out basis.

Department of Education Documentto take precede= over other
routine docuinents, i.e., to be put at the top of the pile, the fnmt of the line.

PRIORITY Documentto be processed in time to make the very next
available issue of RIE: may require expedited processhig and turnaround and
special rvid handling.

PRIORITY documents are generally designated as such by Central
ERIC and are then tagged by the Facility using a PRIORITY Document
Handling Form (see Figure IV-3) affixed to the cover prior to sending it to a
Clearinghouse. The fcam must remain with the document at all times and
accompany it on its return to the Faciity. PRIORITY documents must be
processed before all other documents and must be shipped separately by the
fastest means from the Facility to the Clearinghouses.

PRIORITY documents may not be rejected (unless physically
incomplete). The next issue of RIE still open to accessions is marked on the
PRIORITY form and can also be determined from the RIE Master Schedule.
In sane cases, when the RIB issue deadline is very close, it may be necasary
to process PRIORITY documents in a matter of a few days. To alert
Clearinghouses to such needs, the Facility generally calls ahead to notify a
Clearinghouse of an upcoming PRIORITY document assignment.

Department of Education documents need not be processed on an
expedited PRIORITY basis, but when received they should be the next
documents [Recessed at the regular/routine rate. That is to say. they should be
pulled out and put next in line.

Department of Education documents are identified by the Facility using
a special Department of Education Document Handling Form (see Figure IV4)
that is affued to the cover prior to transmittal to the Clearinghouse. Depanment
of Education documents will normally be selected for the ERIC database. If for
some reason a Department of Education docuinent is tejected, the reason
justifying this re*ction must be provided on this form and both document and
form returned to the Facility, for review by Central ERIC.
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TO:

Do Nit Detach This Form From Document During Prvicessing

Date Sent

Date Returned:

**PRIORITY DOCUMENT**

(Asstned Clearinghouse)

ATTENTION;

FROM: ERIC Faulty, Acquisitions Department

TITLE OF DOCUMENT
BEING SENT:

RIE ISSUE TO BE
PROCESSED FOR:

DATE DOCUMENT
NEEDED BACK AT
FACILITt:

The document to which this form is attached has been designated a
PRIORI-TY document requiring expedited processing to make the next possble
issue of Resowces in Education (R1E) that has not been dosed.

Please return this document and its completed resume by the date
indicated above 0n order for it to be announced in the issue of the RIE indicated
above).

When returning this document use a separate log sheet. This form
should be left on the document in order to identify it as an item requiring special
rapid handling.

PRIORITY documents may not be rejected (unless physically incomplete).
If for some reason you cannot meet this deadline, please notify the ERIC Facility's
Acquisitions Department as soon as possible.

Do Not Detach This Form From Document During Processing

FIGURE IV-3: PRIORITY Document Handling Form



Do Not Detach This Form From Document During Processing

**DEPARTMENT OF EDUCATION DOCUMENT**

The document to which this form is attached has been

0 Prepared 0 Sponsored

by the U.S. Department of Education or one of its offices, e.g., Office of
Educational Research and Improvement (GERI).

This document should be processed promptly, Le., it should be placed first
in line amongst the next documents to be processed routinely.

Note that, because it is Federally-funded, this document does not require
an ERIC Reproduction Release form. Also, it may be considered cleared by its
relevant project monitor for knmediate processing.

Please do not delay this document unnecessarily as the project monitor
may be waiting on its availability from ERIC.

EDADERI Documens we normally selected far the ERIC database. If for any
mason this document is not selected by the ClearinOsouse to which it hes been
assigned, the document must be returned to the ERIC Facility with the reason for
its rejection provided balm:

Clearinghouse:

Contact Person:

Tide:

Reason for Rejection:

O Document will not reproduce/microfiche adequately.

O Document is incomplete (pages/parts missing).

O Quality of content is not acceptable.

O Other (Specify)

--Do Not Detach This Forrn From Document During Processing--

FIGURE 111-4: Department of Education Document Handling Form
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h. Reply Cards (Acknowledgments to Contributors)

As a courtesy, all contributors must be notified of the disposition of
their documents, including the ED numbers assigned if the documents are
selected. Providing such a service can be a powerful inducement to contOutors
and, as such, a valuabk acquisitions tool. To provide this information to
=tauten, a stmdard "ERIC Reply Card* has been developed
(see Figure IV-S). This cad can be provided in quardity to regular document
sources, who ate requested to complete it, self-address it, stamp it, and affix it
to the cover of documents being contOured. Mternatively, the Facility or the
Clearinghouse may affix such a card for a contributor.

ERIC REPLY CARD

DOCUMENT TITLE:

DISPOSITION OF DOCUMENT:

Selected for the issue of RlE and

is assigned document no.

Not selected for R1E.

CLEARINGHOUSE NAME:

Date:

HAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON THE FRONT OF THIS CARD''

FIGURE IV.S: ERIC Reply Card

If a Clearinghouse rejects a document, the decision should be indicated
in the mropriate place on the card and the card mailed to the contributor.
(Supplying a reason for non-selectice is optional and at the discretion of the
Clearinghouse.)
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If a Clearinghouse selects a document for RIE annotmcernatt, the card
should be left attached to dm &coma when it is renamed to the Facility.
Reply Cards attached by the Department of Education or by the Facility
Acquisitions Department should never be replaced by Clearinghouse reply cards,
because the addressee is often very specific- The Facility will enter on the card
the ED number assigned to the document and then mail the card back to the
contriliutor as soon as possftile.

Clearinghouses may use Reply Cards, farm letters, or other means to
notify contributors after the relevant issue of RIE hes been pulilished.
Clearinghouse systems for thanking or otherwise notifting document
contrthutors are entirely optional and should not be regarded as either replacing
or being replaced by the Reply Card system &scribal here.

2. Handling of Documents Shipped to the Facilily by Clearinghouses
for Inclusion hi RIE

Every week, by mail or commercial carrier, the Facility's Document Control
Department receives shipments from the Clearinghouses of documents for inclusion in
RIE. The following procedures are used:

a. Shipment Verification

After receiving a shipment of documents from a Clearinghouse, the
Facility verifies the contents against the Clearinglamse Log Sheet
(Figure IV-6A). Any discrepancy is resolved by telephone with the
Clearinghouse. Recon:Is are kept of documents input for each weekly shipmeht
fir RIE. A notation is made what a Clearinghouse abstains. If a Clearinghouse
abstains for two weeks running, a check is made by the Document Control
Supervisor to detamine the reason and Central ERIC is notified. PRIORITY
documents must have their own separate Log Sheet (see Figure IV-611) to
facilitate expedited processing.

Log Sheets are required for all regular database input shipments from
Clearinghouses to the Facility. SCC Figure IV-15(A) for a sample Log Sheet
for CLIE input. See Figure IV-1S(B) for a sample Log Sheet for input of full-
text Digests far the ERIC Digests Online (EDO) file.

b. Pagination

After receipt and verification, the documents are paginated. The
Paginator hand stamps every page according to the instructions given in
Section V: "Cataloging." After pagination, documents are reninted to the
Editorial Department where the editorial function takes place.
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ERIC Clearinghouse Accession Log Sheet Page 1 ot

CLEARINGHOUSE (CIRCLE 0NE)' CE CG CS EC FL HE IR JC PS RC SE SO SP TM UD

DATE(S) DOCUMENTS SHIPPED
4-23-92 BIBLIOGRAPHIC DATA TRANSMITTED

4-23-92

RECEIVED AT FACILITY ONLINE DATASET NAME

SHIPMENT APPROVED Br Adrienne Lannom

ACCESS;CN Nt)MBER LOG/ DOCLIMENT IDEN-IFICAT:ON i LEVEL

O0C ,Aulhor-LaSt Name Cr 0.2 or
CHECK Title-One or Two Worasl 13

DPEFIX NuMBER

COMMENTS

EA 02Z 283 Liontos Highlight PUBTYPE 071

EA 023 510 Charters, Jr. I Highlight: PUBTYPE 071

EA 023 630 Master Plan tor Tennessee

EA 023 671 ) McLeod; And Others

EA : 023 672 , Anderson; Stiegefbaur

,

i

TOTAL ITEMS IN SHIPMENT

SHIPMENT INTENDED

SOURCE JOURNAL CITATION

5

2

CUE

MA
3

J fil A
It)

SONDFOR: JOURNAL (CIRCLE ONE).

ISSUE MONTH (CIRCLE ON JF
WEEK OF INPUT (CIRCLE ONE): 1

INFORMATION (CUE INPUT ONLY):

EFF-38 (6/90)

FIGURE IV-6: Clearinghouse Accesion Lag Sheet (Completed)
A. Regular Document Shipment

ERIC Procossing Manual
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Clearinghouse Accession Log Sheet 1
Page Of

CLEARINGHOUSE (CIRCLE ONE). CE CG CS EA rt_ HE IR JC PS R'e SE SO SP TM UD
4123/92 BIBLIOGRAPHIC DATA TRANSMITTED

ONLINE DATASET NAME

DATE(S). DOCUMENTS SHIPPED

RECEIVED AT FACILITY

SHIPMENT APPROVED BY,

ACCESSZ% NLMBEF-1

EX NC. MBE

LOGI r

DOC
CHECK

DOCUMENT IDENTIF,CA7CN
(Aumcr.Last Name cr

Tne-One or Two woras)

LEVEL
rt cr

'

COMMENTS

EC 300 996 Wagner Priority Documents

" EC 300 997 D'Amico

5

8

10

11

12

13

14

15

16

17

15

19

20

EC 300 998 Wagner

i

i
f

I

1

_

- ,

TOTAL ITEMS IN SHIPMENT

SHIPMENT INTENDED

SOURCE JOURNAL CITATION

:
3

2

CUE

M A

3 4

M3J
5

ASO N D

FOR: JOURNAL (CIRCLE ONE): 0
ISSUE MONTH (CIRCLE ONE): JF

WEEK OF INPUT (CIRCLE ONE): 1

INFORMATION (CIJE INPUT ONLY)-

EFF-38 (6190)

FIGURE 1114: Clearinghouse Accession Log Sheet (Completed)
B. PRIORITY Document Shipment

June 1992
ni-" 18 ERIC PnteemIng Manual
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c. ERIC Program COftce Review

Representatives from the ERIC Program Office (commonly known as
Central ERIC) occasionally review documents going into RIE. Flom thne to
time, individual Clearinghouse monitom also kin in the review. Documents are
reviewed fix repoducibility problems, quality of content, and appropriateness
of subject matter. Questionable docununts may be removed and dinamsed with
Clearinghouses by the Clearinghouse monitors. As a result of this review, the
monitor arrives al a decision to either reject the given document or to reinsert
it into the RIE production sheen. Care is taken by the Facility to record all
such removals so that no document is lost or misplaced.

d. Duplicates

Despite all checks made by both the Facility and the Ckuringhouses,
some duplicates arrive at the Facility for inclusion in RIE. Immediately prior
to preparing an issue of RIE, the Hscility does a duplicate check by tide using
the computer to search the ERIC Master File and the issue in preparation. This
"final filter,* verified manually by the edittes, detects any remaining duldicates.
These documents me then removed from the issue. Duplicates are retuned to
the submitting Clearinghouse. A monthly report is prepared for Central ERIC
(see Figure IV-7) listing these duplicates and indicating the issue of RIE in
which they were first announced. It is generally considered that duplicates of
items announced three or more months prior should have been caught by the
Clearinghouse, whereas dupLkates of items in process, or in an RIE issue that
has not yet been published, sue MOM understandable. Duplication of one's own
prior input is, however, considered unacceptabh.

e. ED Number Aseignment

ED Accesskin Numbers me assigned automatically to documents by the
computer system as one of the last steps in computer processing. This action
is delayed so that documents that are divlicates, unfihnable, rejected, etc., can
be removed before final accession number assignment takes place. The resulting
untsoken sequence of ED numbers is a system feature that is very useful to
readers of the RIE journal, users of the magnetic tapes, and subscribers to the
ERIC micmfiche collectian.

When the computer assignment of the ED numbers has been
compkted, the Facility's Document Control Clerk records the ED munber in a
standard position (upper left hand corner) on the cover (cc fust sheet to be
filmed) of each document.

f. Single-Frame Resumes

Computer-produced "Single-Franx Resumes" (printouts of the final
computer record for each accession) are matched with the documents prior to
their transfer to EDRS. These later becourt "Page 1" of each document's
microficlx. Additional copies of the 'Single f use Resumes" are sent to each
Clearinghouse at the same time, as advance notice of their RIE amrormcements
for that issue. Figure IV-S depicts a typical Single Frame Resume.
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RIE
December 1991

Remove Summary Report
(40)

1. Duplicates (5)

A. Duplicates of a Clearinghouse's Own Input (2)

Originally Detected
Duplicates Detected Duplicates of Announced in R1E By

EA 023 176 ED 303 914/EA 020 745 JUL89 FAC
SE 052 221 ED 306 143/SE 050 562 SEP89 FAC

B. Duplicates Appearing in RIE Three Months or More September 1991 or Earlier (0)

C. Duplicates Appearing in October - December 1991 (3)

SE 052 202 ED 335 365/114 016 959 DEC91 FAC
UD 028 091 ED 331 294/FL 019 132 SEP91 FAC
UD 028 096 ED 333 042/TM 016 582 DEC91 FAC

D. Total All Duplicates Appearing in 1991 = 189

2. Renoves

Accession Removed Reason for Removal

CG 023 532 SCOPE UOOT EDUC-RELATED
CG 023 533 SCOPE (NOT EDUC-RELATED
FL 800 205 COMBINE
HE 024 102 MISCELLANEOUS (WRONG ACC# USED)
PS 019 933 COMBINE
PS 019 936 COMBINE

Permanent Removes for This Issue = 6

C. Delays

Accession Removed Reason for Removal

FL 019 250 INCOMPLETE
FL 019 301 INCOMPLETT
FL 019 315 - 318 PROCESSING
FL 800 204 DOC PREP
HE 023 802 PROCESSING
HE 024 154 PROCESSING
JC 910 382 ABSTRACT
PS 019 708 MOVED TO NOVEMBER 1991
RC 018 303 - 304 ABSTRACT
SO 021 332 PROCESSING
SO 030 483 - 484 RELATED
UD 228 221 - 233 TRANSFERRED TO JANUARY* 1992

Resumes Temporarily Removed from Current Issue 29

FIGURE IV-7: RIE IssueRemove List

June 1992 " 2i ERIC Processing Manual
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DOCUMENT RESUME

ED 340 753 TM 01e 069

AUTHOR Banta, Trudy W.
TITLE Toward a Plan for Using National Assessment To Ensure

Continuous Improvement of Higher Education. Draft.
SPONS AGENCY National Center for Education Statistics (ED),

Washington, DC.
PUB DATE 30 Sep 91
NOTE 50p.; Commissioned paper prepared for a workshop on

Assessing Higher Order Thinking s Communication
Skills in College Graduates (Washington, DC, Novemrer
17-19, 1991), in support of National Education Goal
V, Objective 5. For other workshop papers, see TX 019
010-024.

PUB TYPE Reperts - Evaluative/Feasibility (142) --
Speeches/Conference Papers (150)

EDRS PRICE MF01/PCO2 Plus Postage.
DESCRIPTORS Academic Achievement; *College Graduates;

*Communication Skills; =Critical Thinking;
*Educational Assessment; Educational Improvement;
Educational Objectives; Evaluation Ut.lization;
Higher Education; Measurement Techniques; National
Programs; Outcomes of Education; *Problem Solving;
Student Evaluation; Testing Programs; *Thinking
Skills

IDENTIFIERS America 2000; *National Education Goals 1990

ABSTRACT
An outline is provided for a national educational

assessment and improvement plan as suggested by the National
Education Goals of 1990. The following implicit assumptions Underlie
National Education Objective 5.5: (1) abilities to think critically,
communicate effectively, and solve problems can be defined and the
definitions can be agreed upon as desired instructional objectives;
(2) defined abilities can be taught in ways that engage students and
promote learning; (3) reliable and valid measures of these abilities
aan be identified and created; (4) measures of student attainment can
be administered to college graduates ia settings that encourage their
best efforts; and (5) results of such assessment will be used to
improve instruction. Under prevailing conditions in American higher
education, little support for these assumptions exists. Current
measurement theory is inadequate to provide direction for teaching
and learning, and the act of assessing student abilities will not, in
and of itself, improve those abilities. If decision makers believe
that the national interest will be best served by a comprehensive
postsecondazy assessment program, the principles of continuous
Improvement applied in industry should be used to link faculty
goal-setting, staff development, assessment of instructional
resources and student outcomes, and uses of assessment results for
educational improvement. A 55-item list of references is included.
Reviews by N. Frederiksen and by B. Wright and T. Marchese of this
position paper are providvd (SLD)

Reproductions supplied by EDRS are the best that can be made
from the original document.

FIGURE IV-S: Single-Frame Resume (Computer-Froduced)

ERIC Pfoceagiog Manna IV-14 Jane 1992
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g. Reply Cards

All Reply Cards attached to the documents are removed at this tkne
awl the ED number assigned to the document is added to the cards. lte
Facility's Document Control Department then maids the cards to the contributors.

b. Delivery of Documents to EDRS

Each monthly Ailment of documents from the Facility to die ERIC
Document Repmduction Service (EDRS) is packaged carefully by the Document
Coning Department. Special care is taken to arrange the ckicuimints in
numerical sequence in strong boxes, plainly marked cm the outside with the
corresponding ED numbers. This expedites the handling and filming of the
documents by EDRS. After notification free die Facility, EMS arranges to
have the boxes picked up by a messenger service and delivered to them.
Central ERIC is then advised that the shipment has gone to EDRS for
microfiche production.

3. Handling Microfiche Shipped to the Facility by EDRS

For each issue of RIE, the Facility receives two complete sets of microfiche.
One set is housed in the Facility Reference Library for reference and arclival purposes.
The second set is divided by Clearinghouse, with each segment slipped to the appropriate
Clearinghouse for use in distauting complimentary microfiche to contributors.

C. Clearinghouse Handling

1. Receiving

The majority of the documents received by the Clearinghouses arrive through
their own efforts. The Facility acquisitions program provides supplementary input. In
some cases, documents are tomsfened from one Clearinghouse to another.

a. Logging, Checking, and Establishing Bask Control

The exact nature of the logs and files maintained by the Clearinghouses
to control incoming documents is le to the individual Clearinghouse. As
indicated in Section LEM, certain basic statistics must be reported quarterly
to Central ERIC. It is advisable, therefore, that each Clearinghouse develop a
log, file, or other type of record, that gathers, at a minimum, the following types
of information about incoming documents: date acquire& title; author; source
(e.g., state, local, federal, facility, academic, non-profit, commacial, foreign,
international. etc.); contributor (if different from source); and disposition (e.g.,
RIE, local files, transfer, duplicate, discard. etc.)

It is also a fairly uniform practice among Clearinghouse acquisitions
operations to maintain an "On-Order° file, so that the results of specific requests
or orders for documents can be determined and followed-up, if necessary.
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b. Inter-Clearinghouse Transfers

Any Clearinghouse may send a document directly to anreher
Clearinghouse. Included me those documents mceived from the Facgity (with
the exception q/f PRIORITY documents, which must not be trantieszed because

of the time factor). Clearinglmuses should not discard good quality
education-related docummits just because they are not within their own scope
of interest. Such docummes should be muted to the most appzupriate
Clearinghouse, or, if that is ambiguous re uncertain, to the Facility for
assignment. Any correspondence and/or supporting documentation, as well as
the Reproduction Release Form and a Doounent 'Transfer Ram, murt
accompany the transferred doormat.

If a Clearinghouse learns that a doctunent within its scope is being
processed by another Clearinghouse, it is at !betty to contact the other
Clearinghouse and negotiate for the document th question.

Document Temsfer Folms (see Figure IV4) are available from the

Facility's Document Control Department.

c. Information of Use to Document Processors

Clearinghouses must ens= that information of use to document
processors (e.g., letters from arthms, related press releases, etc.) is not
discarded, but is retained with the doctunent.

All special instructions and correspondence arriving with documents
from the Facility should also be kept with the documents throughout the

doctunent processing phase.

d. Department of Education Prepared Documents

OERI/ED prepared documents need not be cleared formally by
OERVED Project Officers before being processed. Such documents, whether
received hem the ERIC Facility or other channels, can be assumed to have been

cleared. Howevm., if a Clearinghouse receives an OERVED document from a
source Wier than the Facility or a Clearinghouse's assigned acquisitions
anangement (e.g., an OERI R&D Center), the Facility should be notified in
order to help prevent duplicate processing.

Any Department of Education document that is snit by the Facility to
a Clearinghouse and then not selected for RIE must be returned to the Facility
with an indication of the reason for rejection. This reason should be recorded
on the 'Department of Edwation Document Handling Farm" provided with the
document (see Figure IV-4).

e. Duplicate Checking

It is the responstility of the Clearinghouses to check all documents
received to detemiine whether they are duplicates af those already in the system
or duplicates of items in-pmcess at one of the Clearinghouses (including their
own). The further a duplicate proceeds through the system, the more time,
money, and effort me wasted.
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Iriii4-1= DOCUMENT TRANSFER FORM

Date Received: Date Transferred:

TO: ERIC/

FROM: ERIC/

The enclosed document(s) appear to be more within your
scope than ours.

The document(s) were obtained by (check one):

_ solicited contribution_ unsolicited contribution_ staff contribution
ERIC Facility

Correspondence information is as follows:
(check one):

_ all relevant material is attached_ no relevant correspondence; however the
name and address of the contributor or
contact person is (if known):

_ author notified of transfer

Clearinghouse Contact Person

(EFF-70)

FIGURE IV-9: Document Transfer Form
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When duplicate checking, the first step to be taken is to detamine
wIt-ther the document is already in RIE. In aukr to detesmine this, searches

should be made of the cumulative Mk Index (and its quarterly supplements),

cc, alternatively, vendor versions of the ERE database in online or CD-ROM
form Close adention should be paid to the date of publication in making this
check. For maniple, a document damd 1990 could KS have been announced (in

identical form) in 1989 or earlier. thus limiting the search that must be nude

The next step is to klentify whether the document is in-process
anywhere in the ERIC system. In ruder to determine this, mochas should be
made of the Acquisitions Data Report (ADR) and of the Clearinghouse's internal
files. The ADR is the system-wide tool for Mennining what is in-process at
dm various decenualized plocashIg centers of the ERIC network.

If the document is not formd in either of the two checks described

above, an entry should be made immediately for k in the ADR

(see Section TV.C.I.m for how to rha this). This action essentially "smloes a

claim* far the docurnent. (Other Clearinghouses finding an amy for the
document in the ADR will realize that it is pre-empted and neat it as a
duplicate.) The document may then be passed forward forcataloging, indexing,

and abstracting.

If the dociunent is found to be a durdicate and already in RIE, it can
be discarded. If it is found to be a duplicate of a doamient in-process. the ADR
*intended use cock should be checked. If the first Clearinghouse in possession
of the document has it in a hold status, the second Clearinghouse am evaluate
their own document with this information in hand, contacting the fiat
Clearinghouse if desired. If, after negotiation between the two Clearinghouses,
the second Clearinghouse turns out to be in a better position to announce die
document, an entry reflecting this decon should be prepared for die ADR.

Sometimes two or more Clearinghouses receive the same document
simultaneously and their respective entries fix the ADR appear that
simultaneously. Duplkate ADR entries are Waffled by an asterisk en.

(NOTE: A minor character variation in entry of the tide will void the :Waist
The ADR must, therefore, be used carefully, with male title variants
consulted.) When a Clearinghouse detects such entries, it should contact the
other Clearinghouse(s) involved and negotiate a settlemed satisfactory to all

concerned. Similarly, any questions as to whkt Clearinghouse should most
appropriately process a documert should be rtwolved by telephone. Processing
infamation or Reproduction Releases that may already have been generated or

obtained by one of the Clearinghouses should be transfer-ed.

f. Reproduction Release Forms and Corresponding Labels

Unless a document (1) has been produced or sponsored by the Federal
Govanment, or (2) specifically waives copyright and reproduction rights, the
Clearinghouse should seek permission to mproduce from the coppight (cc

pnaprietary rights) holder. This procedure is &sallied in detail in

Section U.E.8. In some cases ERIC has already secured Blanket Repsoduction
Releases. These arrangements are noted in the ERIC Acquisitions Arrangements
list and this list should be checked to ascertain wheduc such pennission has
aheady been granted. If so, processing can proceed without any further

ERIC Processing Manual 25 nr-"
June 1992
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reproduction release action. Repioduction permission should always be obtained
on a standard form (Figures IV40(A4)). Signed ielease fonns maw be kept
on file indefinitely at tic Clearinghouses obtaining them!

If permission to leproduce for IMIC purposes is obtained, the
Clearinghouse mist affix the appropriate Level 1 or Level 2 iteroduction
Release Label (Figur% IV-11A-B), with the name of the authorizing person or
organization filled in, to die cover (or first sheet to be filmed) of the document
(Figure IV-12). This procedure onsmes that the labels will appear prominently
on the first frame of the microfiche.

NOTE The labels skald reflect the permission actually given. If
subsequent acisions relative to reproducibility cause a
reaction in processing Level from 1 to 2, 1 to 3, or 2 to 3,
this should not affect the labeL EDRS determines fihning
level from the computer record, not hem the label.

g. OERI Policy Disclaimer Label

It is important that mcipients of ERIC microfiche and repsoduced paper
copies of documents understand that the documents are collected from a variety
of sources and that they are not necessarily relecdons of OM official
positions. It is common for organizations such ERIC, producing abstract
journals and operating informadon systems, to "disclaim* responsibility for the
documents they control and disseminate.

To this end, a standard OERI Policy Disclaimer Label (Figure IV-13)
must be properly marked and *red to every document processed at Level I or
Level 2. (In the case of Level 3, there is no document in hand and none is later
disseminated by ERIC, so no sticker is required.)

DEPARTIVENT OF OM/CATION
Odes ot fidiZatOrsai Resosren and onionsernent

EDUCATIONAL RESOURCES INFORMATION
CENTER (ERIO

o Thes dor-vermin less been reprodiced as
recensed Nos tne person or orimneation
originating 4

0 DAM! 4,411INMS 4i%, been made to $41prOv4
reproduction oiisbry

points of view or oons stated in this ciccir
'nem do not necemanty represent otbeisl
OEM position or P0My

FIGURE IV-13: OERI Policy Disclaimer Label

NOTF.: Beginning with the Mput for the Isimuy 1993 issue ORM, original individual signed Reproducticet Release Fonns should
be attached sad will be filmed as the last page of Me doomsent to which they penain. Reprodomion Release Forms prior

to this date must sall be attained indefinitely by the Clatringhouse.

June 1992 IV-19 ERIC Processing Manual
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US. DEPARTMENT OF EDUCATION
Onion cl Educational Rasicansit and improtemont gVERI)

Educational Resources Intonturtico Canter (ERIC)

REPRODUCTION RELEASE
(Specific Document)

I. DOCUMENT IDENTIFICATION:

0

IC

Title:

Author (s):
I

Corporate Source: r Publication Date;

II. REPRODUCTION RELEASE:

In order to disseminate as widely as possible timely and significant materials of interest to the educational community, documents
announced in the monthly abstract journal of the ERIC system, Resources in Education CRIE). are usuilly made available to users
in microfiche, reproduced paper cOpy, and electronic/optical media, and sold through the ERIC Document Reproduttion Service
CEDRS) Or other ERIC vendors. Credit is given to the source of each document, and, if reproduction release is granted, one of

the following notices is affixed to the document

If permission is granted to reproduce the identified aocument, please CHECK ONE of the following options and sign the release

below.

Check here
Permitting
microfiche
(4"x 6" film).
paper copy,
electronic,
and optical media
reproduction

Sampfa sticker to be affixed to document Semple sticker to pe affixed to document ilk n
"PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

$6,
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)

Level I

Sign Here, Please

"PERMISSION ID REPRODUCE THIS
MATERIAL IN OTHER THAN PAPER

COPY HAS BEEN GRANTED BY

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC).-

Level 2

or here

Rrmitting
reproduction
in other than
paper copy

Documents will be processed as indicated provided reproduction quality permits II permission to reproduce is granted, but
neither box is checked, documents will be processed at Level

"I hereby grant tc the Educational Resources Information Center (ERIC) nonexclusive permission to reproduce this document as
indicated above Reproductron from the ERIC microfiche or electronic/optical meola by persons other than ERIC employees and its
system contractors requires permission from the copyright holder. Exceptron is made tor non-profit reproduction by libraries arte other
service agencies to satisfy information needs of educators in response to discrete inquiries."

Signature Position*

Printed Name! Organization:

Address: Telephone Number:
(

Date.

OVER

FIGURE 10: Reproduction Release Form
A. Specific Document (Page 1 of 2)

MC Processing Manual

ni-2°
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III. DOCUMENT AVAILABIUTY INFORMATION (FROM NONERIC SOURCE);

If permission to reproduce Is not granted to ERIC or, if you wish ERIC to cite the availability of this document from anottler
source. please provide the following information regarding the availability of the document. (ERIC wilt nat announce a document

unless it is publicly available, and a dependable SourCe can be specified. Contributors should also be awe that ERIC selection
cnteria are significantly more stringent for dcouments which CanhOt be made available through EQRS).

PublistienDistributor

Address:

Price Per CoPY: IQuantity Price:

IV. REFERRAL OF ERIC TO COPYRIGHT1REPRODUCTION RIGHTS HOLDER:

If the not to grant reproducoon reiease is held by someone other than the addressee. please provide Use appropnate
name and address:

Name and address of current copyrighttreproluction rights holder:

Name.

Acklress:

WHERE TO SEND THIS FORM:

Send this form to the following ERIC Clearinghouse:

If you are making an unsolicited cant button to ERIC. you may return this forrn (and the document being cOntributeO) to:

ERIC Facility
1301 Mond Drive, Suits SOO

Roaindee, Maryland 208504305
(30i) 2531.4560

(Rev 9/91)

FIGURE 10: Reproduction Rekase Form
A. Specifk Document (Page 2 of 2)

June 1992 1V-21 ERIC Processing Manual
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MMgli

US. DEPARTMENT OF EDUCATION
Office of Mead load flosearch end IRoroveneent (0E1W

Eductedosue Rosman Infonosflon Confer (WIC)

REPRODUCTION RELEASE
(Blanket)

I. DOCUMENT IDENTIFICATION (Class of Documents):

ERIC I

All Publications:

Series (Identity Series):

Division/Department Publications (Specify)

IL REPRODUCTION RELEASE:

In order to disseminate as widely as possible timely andsignificant materials of interest to the educational community, documents

announced in the monthly abstract journal of the ERIC system, Resources in Education (RfE), are usually made available to users

in microfiche, reproduced paper copy, and electroniodoptical media, and sold through the ERIC Document Reproduction Service

(EDRS) or other ERIC vendors. Credit is given to thk. source of each document, and. if reproduction release is granted, one of

the following notices Is affixed to the document.

If permission is granted to reproduce the identified document, please CHECK ONE of the following options and sign the release

below.

111
1111 Sump Ie sticker to be affixed to document Sample sticker to be affixed to document

Check here
Permitting
microfiche
(4"x 6" film),
Pa Per coPy.
electronic,
and optical media
reproduction

"PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)."...
Level 1

"PERMISSION 10 REPRODUCE THIS

MATERIAL IN OTHER THAN PAPER

COPY HAS BEEN GRANTEO BY

sde
10 THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERICr

Level 2

or here

Permitting
reproduction
in other than
PaPer copY

Sign Here, Please
Documents will be processed as indicated provided reproduction quality permits It permission to reproduce is granted, but

neither box is checked, doc,ments will be prooessed at lave! 1.

-I hereby grant to the Educational Resources Information Center (ERIC) nonexclusive permission to reproduce these documents as

indicated above. Reproduction frOm the ERIC microfiche or electronicloptical media by persons other than ERIC employees and its

system contractors requires permission from the copyright holder. Exception is made for non-profit reproduction by libraries and other

service agencies to satistY information needs of educators in response to discrete inquiries.-

Signature.

Printed Name:

Address

Position:

Organizat :

Telephone Number:

Date

--J
FIGURE 10: Reproduction Release Form

B. Blanket Release (Page 1 of 2)
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Ill. DOCUMENT AVAILABILITY INFORMATION (FROM NON-ERIC SOURCE):

If permission To reproduce is riot granted to ERIC , Or, if you wish ERIC to cite the availability at these socuments from another
source. 09880 =vide the following information regarding the availability of the document. (ERIC wilt not announce a document
unless it is publicly evadable. arid a dependable source can be specified. Contributors should also be aware that ERIC selection
critana are significanny more stnngent for dixuments which cannot be made available through EDRS).

Publisher/Distributor:

Address:

Price Per Copy' Quantity Price:

IV. REFERRAL OF ERIC TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER:

If the right to grant reProduction release is held by someone other than the addressee piease provide the appropriate
name and address'

Name and address of current copyrignt/reproduction ngras holder:

Name.

Address:

V. WHERE TO SEND THIS FORM:

Send this form to the foliowing ERIC Clearinghouse:

(Rev. 111911

11 you are rnaton an unsolicited contribution to ERIC. you may return INS form (and the document(s) being contributed) to.

ERIC Facility
1301 Placard Diem Salle 300

Rockville. Maryland 208504305
laisphone: poi) 258-5500

FIGURE 10: Reproduetitm Release Form
B. Blanket Release (Page 2 of 2)
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FIGURE 11: Reprodudko Release Labels
A. Level 1 (Paper Copy, Micro(iche, and Other Media)

"PERMISSION TO REPRODUCE THIS MATERIAL

IN OTHER THAN PAPER COPY HAS BEEN

GRANTED BY

TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)."

FIGURE 11: Reproduction Release Labels
B. Level 2 (Other than Paper Copy)

31
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0

Milli
" .t_t
PERCEPTIONI:

Understanding Learning Dis fifties
tr4410

"PERSIMMON TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

A. Schafer

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)."

CSPOSTIFIFOT OF SOUCATION
Ow co towoolat Wow" moo aogoosawa
EOUCATIOstit. RESOURCES INFORigArmat

CRUMP tERSO

Tom oacuowe too two tastoa4oco0
ntootaato toten ttli WSW Or eaowoon
&noway

)(Wm wow war ow wit to wow
WrOgive$011 Outlay

Pow ot taw ot aowooststothotots Mow
two ato forpt wow,* Notwootho Woo,
Mot toodaso Ot Wog

Ps RI0
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FIGURE 12: Sample Document Coveraide Page
(showing all Labels to be affixed and accession numbers to be added)
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All labels (disclaimer and/or reproduction) must beaffixed to the cover

(or rust sheet to be and) of the document (see Figure IV-12). This ensures
that the Wets will appear prominendy on the fkst tame of the microfiche. The
labels may be affixed in any blank space of the Oacument except the upper left

corner (reserved for ED number) or the lower telt corner (resaved for the CH
number). The labels should lieVer cover text and shoal not be placed
pmpendicular to the text. If no space is available for the stickers, a new first

page should be prepared that includes the title of the document, the CH number,
and the labels.

Gummed labels are available upon request from the ERIC Facility

Docianent Control Department

h. Reply Cards (Acknowledgments to Contributors)

'Me Facility uses Reply Cards (see Figure IV-5) to advise document

contrilmtors who wish to be informed of the disposition (and ED number) of
their documaits. When the Clearinghouses receive documents from the Facility

with Reply Cards attadwad to them, they should only detach and mail the
self-addressed cant if the document is rejected (citing the reason ftyr rejectice

is optional). If the document is selected for RIE, the card should simply be left

on the document The Facility will mail tim ord to the contra:am, after the
ED number has been assigned and recorded on the card.

Clearinghouses may make use of similar caids, if they wish, by affixing
them to the inside covers of the documents. The cards skald be fully
atkkessed (for universities and colleges this should include the academic
department), postage supplied, and the tide applied on the back with room for

the insertion of the ED Number. Staple the crud to the inside lovfa right comer
of the document cover (i.e., the card will be just behind the first page to be
filmed). Cards stapled on the outside are too easily tom off during shipment or

later handling. The Facility will handle such Clearinghouse-affixed cards in the

same way that it handles its own.

NOTE: Clearinghouses should refer to the ERIC Acquisitions
Arrangements List (EAA) list for information as to whom
Reply Cards should be addressed for specifx organizations.
Care should be taken not to send automatically such routine

"thank you" notes to inappopriate sources, e.g., a state
Govenior's office, Secretaq of the Department of Education,
etc.

I. PRIORITY Document Handling (By Ckaringbouses)

(I) Routine Documents

Most documents received at the Clearinghouses from the ERICFacility

are not accompanied by any special forms and sue ROUTINE, meaning
that they can be treated tile any other documents that arrive as
candidates for RIE.
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(2) Department of Educed= Documents

Documents piepared by die U.S. Department of Education me
identified by a special form attached to their covets (see Figun
These documents should be "put at the head of the lbw and should
take precedence over other routine documents awaiting processing.
Departmat of Educadon documents are usually selected for the
database; if one is rejected, the same form should be used to justify the
rejection and to return the document to the ERIC Facility far review
by Central ERIC.

(3) PRIORITY Doctunents

A few documents are classified (usually by Coaxal ERIC) as
PRIORITY. The PRIORITY Form (see Figure IV-3) should be left
attached to the documat throughout processing, to ensue its continued
quick handling at all stages. MI regular processing steps me observed,
but are expedited. Tim foim indicatm the issue of RIE in which the
document should be inchided and the date by which the documentidata
must be returned to the Facility. Usually this is the vay next issue
still open for accessimis. Tlx speed that is necessary in pmcessing is
detennined by the Facility from the RIE Master Schedule, copies of
which are sent to each Clearinghouse at the beginning of the year.
Normally this will involve returning the document to the Facility in the
next working week following receipt; however, in some cases, even
faster turnaround may be necessary to make the deadline. If for any
reason, this specified schedule cannot be met, the Clearinghouse should
notify the Facility immediately.

When the PRIORITY document is shipped to the Facility, it
must be maikd separately with a separate Log Sheet, and not
intermixed with routine documents. (See Figure IV41t.)

From time to time, Clearinghouses may have their own
PRIORITY docurnents that they wish to expedite by moving the
docurnent up to the next issue of RIE still open to accessions.
Clearinghouse requests for PRIORITY processing should be my
selective. If in dou14 about is= deadline dates, the Clearinghouse
should contact the Facility Editorial Department When such a
document is processed, k should also be shipped separately on a
separnte Log Sheet with a netice plainly identifying the document as
requiring PRIORITY handling by the Facility.

Clearinghouse Accession Numbers

Since the final and permanent ED accession number is assigned late in
the processing cycle (in order to avoid gaps in the sequence), it becomes
necessary to generate a preliminary accession number in order to identify each
document while it is in-process and still only a candidate for the database.

The time at which a Clearinghouse assigns a Clearinghouse Accession
Number varies somewhat from Clearinghouse to Clearinghouse, but all must
have a number assigned when the document is entered into the ADR.
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Each Clearinghouse in the ERIC system is identified by a two-Jetta

alpha prefix, e.g., CE, FL, UD, etc. (see Figure 1-4 or Figure IV-14 for a

complae lig). lids prefix, MOW with a six-digit =mbar, farms a
preliminary Clearinghouse Accession Nimtber. Up to the time they are
summed in RIE, all docunumts (and mociated paperwork) me identified and

related to by this number. Since R1E announcements are grouped by

CleariaPouse, this number becomes, In effea, die 'sot keya for each RIE

issue.

Each Clearinghouse must maintain a log to keep tack of the numbers

it has assigned and to avoid assigning the same number twke. Clearinghouses

do not have to use evay number in sequence. Numbers may be skipped et used

orn of sequence if necessity. However, Rumbas must nc4 be 'waster because

that me only a finite number per Clearinghouse (999,999) in the pment

scheme. When assigned to a document, die Cleadoglimani Accession Number

should be stamped or written neatly and clearly in die lower left hand comer of

the deemed cova (or first sheet to be fikned). Use black or dare blue inle do

not use penal.

Documents consisting of several separate parts or volumes which can

be processed at the same time should be arranged in proper sequence and then

assigned consecutive Clearinghouse numbers (e.g. Vol. 1 (IR 101209): Vol. 2

(IR 101210), Vol. 3 (JR 101211). etc.) in oder to keep diem together
throughout processing and subsequent announcement.

Each issue of RIE contains a "Clearinghouse Number to ED Number

Cross-Reference List' for diat issue. In addition, the Facility sends all ERIC

components a monthly emulated update of this listing for the current year.
Annual emulations are also prepate&

ERIC Clearinghouse Accession Numbers can be used for ordering

documents from EDRS because they easily convert to ED numbers.

k. Scope Overlap Label (Figure IV-2)

When the Facility obtains a &clement whose subject matter overlaps

the scope af two or mae Clearinghouses, it must decide which Clearinghouse

best seems to match the major thrust and emphasis af the document. The

document is assigned for processing to this °prune Clearinghouse. However,
affixed to die cover is a label that informs the prime Clearinghouse ci the other

Clearinghousa that may feel they have a claim on the document. Reproduced
copies of the title page bout* the label tut sent by the Facility to these
*alternative" Clearinghouses, In this way, the alternative Clearinghouses are

informed of a document that deals with their subject area and that they may

even be in the midst of requesting or processing. If they question the
assignment decision, they can call the "prime Clearinghouse and negotiate the

matter. The Clearinghouse actually receiving the document is hlraeise alerted

that it should take into account die zetrieval viewpoints of the other
Clearinghousa during the indexing process. The ERIC Clearinghouse Scope of

Interest Guide (Appendix A) is the principal tool used in determining these

viewpoints.
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2. Miscellaneous

a. Complimentary Microfiche (to Contributors)

Each month the Facility sends to each Clearinghouse the segment of
that month's ERIC microfiche collection duit was input by that Oearinghause.
These microfiche must be tamt to authors or contributors as a complimentary
"thank you* for submkting their documents to MC. Clearinghouses should
refer to the WC Acymidtknis Arrangements List (EAA) list to determin to
whom or to what organizaticsal unit the microfiche should be sad. The text of
the leiter or note accompanying the miaofiche to the =taut= is at the
discretion of the Qearinghouses, but can often serve to promote further
acquiaitice& This practice is ow:dowry.

b. Acquisitions Data Report (ADR)

Because of the decenUalized nature of the ERIC system, it is necessary
to devise some way for each of the Clearinghouses to be able to check on
whkh documents are being processed at any given time by the other
Clearinghouses. The differing object specializations of each Cleatinghouse are
not sufficient to avoid potential duplicate effort. Document topics may overlap
Clearinghouses, and it is not unusual for two or more Cleminghouses to feel
equally justified in processing a given document.

The Acvdsitions Data Report (ADR) is a composite file of titles for
all documents currently in pocess at the Clearinghouses. It provkies a means
for identifying duplicates amongst current materials. It is accessille in two
forms: (I) an online file located on a microcomputer at die ERIC Facility (this
file contains a yeses worth of data): (2) a printed version pnxhiced every month
(this product contains a six-month running cumulation of die in-process titles.)

The procedures for inputting data to the ADR and for using it to detect
duplicates are covered in EFM Section III: "Acquisitions.*

c. Retention of Second Copies of Documents

If second copies of documan exist, they should generally be retained
by the Clearinghouse until the first copy has been filmed, because sometimes
the second copy may be used for page replacement, etc.

Docwnents which are at Level 3 (and not shipped for filming) should
also generally be retained at the Clearinghouse at least until the issue in which
they are to appear has been produced, in case question arise about the
document during editing at the Facility.
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SHIPPING

The following procedures cover the logging, pain, wrapping. labeling, and shng
of materials from the ERIC Clearinghouses to the ERIC Facility and from the Facility to the
Clearinghouses and other emnponents of the system.

I. Clearinghouse Shipments to the Facility

a. Documents and Log Sheets

The principal materials sent hum the Clearinghouses to the Facility are
the docmnaits intended for RYE renouncement and Log Sheets for each
shipment

Clearinghouses should row in one package the documents and

Log Sheets. Because Level 3 documents are not filmed by EDRS and are not

sent to the Facility, the reproduced copies of the 'Mk Page. Contents Page (if
one exists), and any other relevant front matter containing information used in
the resume for such accessions, MUSi be sent to privkle the Facility editors with
documentaticm to check against. Level 3 backup material should be included in
proper sequence in the regular shipments of Level I and Level 2 material.

b. Vocabulary Development Forum (VDFs)

Vocabulary Development Forms (VDFs) for any new Descriptor or proposed

modification to the Thesaurus should lie sent to the Facility marked "'Attention:

Lexicographer.*

c. ERIC Cleariughouse Publications, Digests, Newsletters, Eft.

In addition to RIE-relatrl material, the Ceainghouses must send the
Facility (Attn: Reference Librar2;a1) one copy of every ERIC Clearinghouse
Publication, Digest, newsletarr, cr, other publication, for inclusion in the archival
collection of ERIC Clearinghoure i:roducts maintained by the Facility. (This
copy should not be confused with copies required fix RIE andftx EDO entlies.)

d. Clearinghouse Input to the ERIC Administrative Bulletin (EAR)

Each month, Clearingiviuses are asked to sraid any news item or
announcements for the ERIC Atheinistradve Bkiletin to their =tract Monitors.
This information is reviewed by Central ERIC and forwarded to the ERIC

Facility for inclusics in the EAB.

2. Facility Shipments to Clearinghouses

The Facility distributes a wide variety of materials to the Clearinghouses:

a. Documents acquired through the Facility's Acquisitions Program and assigned
to the Clearinghouses as candidates for the datelose.

b. Reproduced title psges of documents overlappeig the ir 'ye of two or more
Clearinghouses and bearing a Scope Overlap Wel.

ERIC Proceuins Manual IV-30 1992
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c. Dry Woes, rejects, and other types of documents removed from a
Claninghouse's RIE shipment for one reason or another.

d. Vocabulary Stains Reports, showing lexicographic action on VDFs.

e. Labels necessary for the processing of documents, including:

Repoduction Release Labels (Level I and Level 2) (EFF-62 and 63)
OERI Policy Disclaimer Labels (EFF-61)

f. Forms

Vocabulary Developmett Form (EFF-73)
Clearinghouse Accession Log Sheets (EFF-38)
Acquisitions Data Report-Inpa Form (EFF-15)
Reproduction Release Forms (Individual. Blanket) (EFF-53 and 57)
Daemon Transfer Form (EFF-70)

g. Support Pubikations

Title Index
Acquisitions Data Report (ADR)
Thesaurus (Westing Copy)
Source Directory
Clearinghouse Number to ED Nwnber Cross-Reference list
ERIC Acquisttions Arrangements liSt
Identifier Authority List (IAL)

h. Brochures

J.

Submitting Documents to ERIC
RIE and CUE Subscription Blanks

Single-Frame Resumes to Clearinghouses

Miscellaneous Distributions

RIE (Complimentary)
CDE (Cmnplimentn)
WC Clearinghouse Publications (annual bibliography)
ERIC Processing Manual (EPM) (Revisions)
ERIC Administrative Bidletin (EAB)
Complimentary ERIC microfilhe (for authors/contributors)

Supplies of forms, labels, and brochtues should be reqmsted in specific
quantities from the Facility's Document Control Department

The frequency and numba of popes of summmi publications is
deftxmined by Central Me Fibs' Wonnation on the number of cophs
distributed to Clessinghouses andlcu frequency of distaution, contact the

Document Control Department.
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3, Clearinghouse Accezdon Lag Sheet Instructbos

Every shipment ri docinnentstiesumns for ME from the Clearinghouses to the

Facility must bs accompanied by a compkted "Clearinghouse Accession Log Sheet"

(Figure IV4). Entries must be made in accession number sequence and the documents

must be packed in the same sequence as logged. Clearinghouse* must complete all pans

of the fa=

Clearinghouse Name;
Date Documents Shipped;

Date Bagiographic Data Tnmsmitted;
Online Dataset Name;

APPmval WPM=
Total Items in this entire shipment. and for each accession

Clearinghouse Accession Number.
_ Brief Identification (Usually author surname, sometimes title);

Level (i.e., I, 2. or 3)
Any Special Comments (Justification for brief document, IAP, etc.)

If only one Log Sheet is required for the shipment, indicate Page I of 1. U more

than one is tequired, indicate the sheet number and the total sheets, e.g., Page 1 of 3,

Page 2 of 3, Page 3 of 3. If more than one box is required for the shipment, the

Log Sheets should be inchnkd in the first box and the boxes marked (e.g., I of 3, 2 of 3.

etc.).

Upon receipt at the Facility, the shipment and Log Sheet are checked against one

another. If both are correct, the documents go forwrad for pagination. Copies of the Log

Sheets are retained at the Facility for about three months for use in resolving

discrepancies.

The Log Sheet may be computer-wasted by the Clearinghouse Funvided that

the form truly emubtes the printed Log Sheet and has type dark enough to be reproduced

clearly on an office photocopier.

4. Shipping Instructions

a. Packing

Containers or boxes used for shipping should conform to USPS

regulations. The following limitations on the dimensions and weight of

packages are advisable*.

Dimensions: Not over 100 inches (length plus girth)
Weight Seventy (70) pounds maximum

Containers should be strung enough-, So withstand normal handling.

They should be water resistant to the extent that rain, spillage, and other such
frequent occurrences will not damage the contents or undo the package. Tightly

packed documents are their own best protection, so each container should be
tightly packed, without using individual wraprings or envelopes on the
documents. Empty space which cannot be avoided can be most economically
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filled with tightly packed aunr*d newspaper. The box used sloWd not be
overly large, but appropiabely sized far the shipment It is best if documents
are packed to prevent shifting whk in transit.

As much as possible, Main the device used by the Braker to secure the
documentspiral, flat binder, etc. Always use staples in lieu of paper clips.
Large three-ring vinyl Nadas may be removed and the document rubbesbanded
pnwkled that any data on the binder's cover is photocopied and included with
the documart

b. Wrapping

Wiapping should be accomplished in aoccadance with U.S. Postal
Service requirements. Paper packing tape should be used to seal the package
adequately and avoid openings and intastices where other pieces of mail might
lodge. Cellulose tape, wax, or other sealers should be avoided whetever
postmark knpressions are made (e.g., stamp atea, flap intersections in dm case
of registered mafi, etc4. If string or twine are used, they should be strong
mush to do the job.

e. Labeling and Addressing

All packages must bear the complete names and addresses, including
Zip Codes, of both sender and addressees. For tlw latest addresses of all
netwmk components, see the WC Netwont Directory. Labels should be
securely affixed. Pre-printed labels may be used for consistency and
convenience.

In the case of RIE material being shipped from a Clearinghouse to the
Facility, the designation "ERIC MATERIAL" should appear on the label and on
the left-hand comer of the labeled side of the package. If the shipment is
composed of more than one box, each box should be marked to designate the
'roper sequence (e.g., l of 3. 2 of 3, 3 of 3). Because boxes can on occasion
come apart in the mail, the sender's address should be included somewhere
within the box, as well as on the outside.

d. Shipping Method

RIE materials dipped fire the Clearinghouses to the Facility via the
U.S. Postal Service shoed be sent CERTIFIED mai unless otherwise directed,
to facilitate any necessmy tracing later. Commercial delivery services (such as
United Parcel Service) may be used as left as the route involved is regularly
served by the company. If a commacial service is used, the mode of
transportation and handling most equivalent to CERTWIED mail should be used.

e. Shipping Schedules

Schedules fier shipping docrunents acquired for RIE are established by
the Facility and approved by Central ERIC. The RIE Masts Scheduk is
distributed annually by the ERIC Facility. The current Clearinghouse practice
is to ship to the Facility every Friday, the docrunents corresponding to whatever
resumes have been completed and transmitted online during the week. The
Clearinghouses should make every effort to ship weekly in order to skates the
elapsed time between acquisition and announcement and to keep the workflow

Ione 1992 IV-33 4W
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even throughout the system. Thae me occasionally extenuating chennumuces
which will present weekly shipment however, under normal circiunstances,
weekly shipmat is strongly encouraged. If the Facility fails to receive a
shipment fun a Clearinghouse for two weeks in successr e. however, it
contacts be Clearinghouse to detennine the cause of the abstentions.

f. Miscellaneous

(I) EDRS Dispositirm of Original Documents

EDRS convects the paper copy document originals into
micmfiche. From November 1966 through the Areil 1972 issue of RIE

the microfiche were prepared accading to the then 60-frame standard.
After that date, ERIC microfiche were prepared according to the
COSATI 98-frame standard. On-demand paper copy reproduction is
done hum the microfiche. The (MOW paper copy documents (with
their bindings removed) are retained for four-months in case a defect
in filming is discovered requiring that the document be nefilamd. After
the four-month period, all Department of Education prepared or
sponsmed documents am removed kern the set and sent to the U.S.
Government Printing Office for inclusion in GPO's Monthly Catalog

of U. Government Publications. The remaining documents are

discanied.

NOTE Because of incrassed vendor interest in prockEts involving the
full-text of ERIC documents, the original ERIC documents,
beginning with the Januluy 1990 issue of RIE, have
temporarily been retained in stomp at EDRS, in the event
that they should be needed for scanning.

E. CUE Input

L Handling

The success of CUE depends largely on quick announcement. To achieve this

objective, the processing of the articles in a particular joumal and the transmission of the

completed resumes to the Facility should take rime as rapidly as possible. Three weeks

is considend the rnaxhrutm acceptable elapsed time under normal circumstances.

Consisamt with this whedule is rapid follow-up on late-aniving issues.
However, since publication schedules are often erratic, e.g., many educatkinal journals
cease publication during the summer months, such follow-up should be (low with
advance knowledge of the panicular journal's publishing pattern.

Each Clearinghouse is responsalle for keeping the necessary serial records in

order to ensure that all issues of a even journal kr which they have responsibility are

received and processed. If the records am adequide they will also prevent double

processing. Responsibility for the duplicate checking of *one-shoe articles rests with the

CUE Publisher.

Articles selected for announcement in CUE are accessioned using a unique
identifying number, with alphabetic 'Refixes already estthlished for each Clearinghouse

(see Figure IV-I4).
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Each Clearinghouse is respcmsible kw keeping appropriate log records to prevent
the use of any given Clearinghouse Accession Number mare than once.

2. ShIPIPing

CUE resumes are transmitted electronically to the ERIC Facility (and from there
to the CUE Publisher after some computerized checking).

Clearinghouse Accession Log Sheets (EFF-38) should be shipped from the
Clearinghouse to the Facility an a *journal-by-journal" basis. Each journal issue
processed should begin a new Log Sheet. This form is identical to that used for RIE
input (see Figure IV-15A). Care should be taken to fill in the *Journal Cdation (CUE
Only)" block, identifying the material as pertaining to CUE. The sum of all the
Log Sheets sent in a physical shipment should conespond to a matching electronic
transmissice of bibliographic data.

All shipments of CUE Log Sheets are to be labeled "ERIC Materials" and are
to be transmitted via Certified Mail, or equivalent commercial carrier service. The CUE
shipment may be included with the weekly RIE shipment, as long as it is segregated and
properly marked.

NOTE: Many Ckaringhouses have internal automated document handling systems that
can prepare a Clesinghouse Log Sheet as a computer-printed by-product of the
system. This is acceptable as long as the computer-printed form contains the
same information as the printed Log Sheet.

The actual journal articles that have been cataloged, indexed, and annotated for
a given transmission/shipment are not sent by the Clearinghouses, insofar as they are
copyrighted and usually part of an entire journal issue that serves other bACtiolIS at the
Clearinghouse host institution.

3. Facility Handling and Shipping

The Facility's Document Control Clerk records the date of receipt and the
number of items received in each shipment. The Facility matches Log Sheets with
electronic transmissions and then sends the multant magnetic tape, together with the
matching Log Sheets, to the CUE Publisher.

4. RI Accession Number

The final EJ accession number is assigned to articles by the CUE Publisher just
prior to publication. It consists of the two-letter alpha prefix EL followed by six
numerics, e.g., El 123 456.
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ALPHA
PREFIX

AC

AL

CE

CG

CS

EA

EC

EF

EM

SP

TE

TM

UD

VT

NUMERIC
SERIES

SOO 000

600 030

500 000

530 000

SOO COO

700 000

SOO 000

500 000

SOO 000

500 000

500 000

600 000

500 090

SOO 000

500 000

SOO 000

500 000

SW 000

SOO 000

200 000
700 000

500 WO

CLEARNOHOUSECROCESSOR

Centralized Processing

Adult Education

Linguistics

Mit. Career, and Vocational Edambn
(industry hput of Ildjunct ERIC
Clearinghottee &v CMISUMNIrSaMistiOrt
shoe Juno 1091)

CorasteMg and Personnel Sent=

Reading and Conumnication

Educational Management

Handicapped and =ad Children

Educeticnal Facilities

Echaational Media and Technology

languages and Ungulates andeillg
Iniata of **mot ERIC Chareghowe on
iltenmy Ecimatbn for Lhited-Enste`t-
~dent Adults, since Sogember 19)

Hialw Education

Intimation Resources

Junior Colleges

Libnay and Informadon Sdances

Elamentary and Eady Childhood
&brogan

Rural Education and Small Schools

Reading

Sdence, Mathematics, ant;
Environmental Echication

Sodal SdencaSocial Studies Education
(Wading dwarf o Wong MX
Clearingituse for Art EducaSon and
Mona ERIC Chadrtatrouse on United
Stetss-Japon Sadism shoe Meath
MO)

Teacher Edlcadon

Teaching al En65sh

Tests, Measurement. and Evatuation

500 000 Urban Education

500 000 Vocational and Technicat Utmost('

NOTE

1969-1971 UDC Fecey
1972-1092 CUE Publisher

MaidkiCEh 1973

Maged kap FL in 1071

CLIfiWit

Curren

Culvert

Merged into EA in 1970

Merged into IR in 1974

Current

Current

Current

Merged into IR in 1974

Current

Current

Merged into CS in 1972

Current

CUfferd

Current

Merged into CS in 1972

Current

Cunent

Merged Into CE in 1973

*AA - formerly enompassed all journals that *mkt not be assigned to particular Clessinghcases.

FIGURE IV-I4: Clearinghouse Accession Number Series Used for CUR Records
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3

6

7

IQ

11

12

13

14

15

16

17

la

...ERI Clearinghouse Accession Log Sheet Page 1 Iof

CLEARINGHOUSE (CIRCLE ONE): CE CG CS EA EC FL HE IR 0 PS RC SE SO SP TM UD

DATE(S): DOCUMENTS SHIPPED 5/5/92 BIBLIOGRAPHIC DATA TRANSMITTED 5M92

RECEIVED AT FACILITY ONLINE DATASET NAME CIJ5792

SHIPMENT APPROVED BY: Anita Colby

ACCESS;ON NUMBER ; LOG/ I DOCUMENT IDENTtFICA7CN 1 LEVEL 1

I DOC ! (Author-Last Name cc, 1 11,2 or ! COMMENTS

NIAISER CHECK : Tale-One or Two Worts) 3}PREFIX :
:

,
.

JC 505983 Gilliland

JC 505984 O'Banion

JC 505985 Deegan

JC 505986 , Hernandez

JO , 505987 i Shapiro

1

,

TOTAL ITEMS IN SHIPMENT

SHIPMENT INTENDED FOR: JOURNAL (CIRCLE ONE): RIE

ISSUE MONTH (CIRCLE ONE): J F AMJJASOND
WEEK OF INPUT (CIRCLE ONE): 1 2 3 4 5

SOURCE JOURNAL CITATION INFORMATION (CIJE INPUT ONLY). ConnanitY. Technical. and JUiliOr College
Journal; v62, n5, Apr-Jun 1992

EFF-38 (6190)

FIGURE IV-15: Clearinghouse Accession Leg Sheet
A. CUE Input
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F. ERIC Digests Online (EDO) Full-Text Input

ERIC Digests must be routinely input to the ERIC database and annomiced in RIE under

an ED0. In addidon to this regular shipment of printed Digests and resumes &scaling them for
the database, it is required that the full-text of all curnent Digests he provided to the Facility by
Clearinghouses for the ERIC Digests Online (EDO) file. The transmission of the full text of ERIC

Digests should tab place at the same time as input of the Digest resume far RIE.

When the Clearinghouse tranunits the Digest full-test records, thecorresponding printed

Digest copies should be shipped the same week. Tire printed verges is used by the Facility
editors to proof the full-text to ensure that no data has been lost in transmission. Do not ship
merely a computer printout of the raw data after conversion.

The printed venial of the Digest should be prepared and shipped for the EDO fde in the

following manner

Record the CH Accession Number in the lower left comer of die Digest (m pencil), just as on

regular document input.

Attach a paper copy of the conesponding RIE bibliogmphk citation for the Digest; this is
simply a copy of the resume as transmitted for announcement in RIE. (This helps to ensure

accuracy and avoid enois.)

Prepare a Ewa standard ERIC Clearinghouse Log Sheet as a "shipping list" for this Digest

or group of Digests. (See Figure-ISB far an example.)

Enter the date of transmission of the full-text record on the Log Sheet line 'Bibliographic Data

Transmitted."

In the 'Comments" sectien of the Log Sheet, enter "Full-Text Digests"; if a disimite
accompanies the shipment, add a helpful notation in the same section, e.g., 'Diskette

Enclosed.'

Ship the Log Sheet, Published Digest(s), and paper copy of the resume(s) to the Facility in the

same week as the corresponding RIE document is shipped and/or the Digest full-text is

transmitted.

ERIC hocessing Manual 1V-38 June 1992



HANDLING AND SHIPPING
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FIGURE IV-15: Clearinghouse Acceslion Log Sheet

B. ERIC Digests Online (EDO) Input
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HANDLING AND SHIPPING

Accession Numben (see Clearinghouse Accession Nwnbers)
Acknowledgments to Connenitors, W-8, W-26
Acquisitions Arrangements List (EAA), P/-26
Acquisitices Data Repou (ADR), P/-3, IV-18, W-29
ADR (See Acquisitions lista Repeat)
Assigning Documents to Mainframes, IV-3, IV-4
CD-ROM (ERIC cm), IV-3
CUE Input, W-34
Clearinghouse Accessiew Log Sheet (Completed).

PRIORITY Document Mipaiient, W-11
Regular Document Shipment, W-10

Clearinghouse Accession log Shed, W-32
CUE Input, IV-37
ERIC Digests Online (EDO) Input, W-39

Clearinghouse Accession Lag Sheets (CUE), W-35
Clearinghouse Accession Number Series Used for CUE Records,

W-36
Clearinghouse Accession Numbers. IV-27
Clearinghouse Document Handling, W-15
Cleminghouse Number to ED Number Csoss-Refenuce List,

nr-zi
Cleninghouse PRIORITY Documents. 111-27

Clowinglionse Publications (for Facility Archive). P/-30
Clewinghense(s),

Accession log Sheet (Completed), IV-10
Amession Numbers, W-28

Shipnents to, P/-30
Log of Aocadon Numben, w-72

Piefix, IV-28
Publiations for Facility Aithives, 1V-30
--Shipmems to Facility, W-30
Accession Log Street, P/-32

Complimentary hfiaofiche (to Contrthotors),
Contrilutors W-29

Complimentary hficroficbc. W-15
Department of Edncaticro Document Handling Form, PI-5. IV-7
Departinew of Education Documents, W-5. P/-16

Notifying Facility, IV-3
Documents W-27

Document Handling,
ERIC Facility, IV-1

Documein Trmder Form, IV-17
Document Transfer Forms. W-16
Docurnengs),

AocuinFanYing InfoimMon. W-3, P/-16
Assignment to Clearinghouses, IV-3, W-4
Candidates for RIE, P/-1
CovenTitle Page (Simple), P/-25

Ddivery to EDRS, W-15
Depaitment of Education, Is1-5. W-16, W-27
Disposition of Original Documents. W-34
Document Handling, W-15
Duplicate Checking, P1-3, IV-16
Duplkates, IV-12
ED Number Assignment. W-12

INDEX

ERIC Program Office Review of, P/-12
In-7incess, IV-1
Log Sheets, IV-9
Priocity, W-5, W-27
Pt:messing Instuutions, W-4
--Ronda; W-5. P1-26
Second Copies. P7-29
Ripeness Vaificatien. W-9
Shipping Intim:does, W-32
Shipping, W-30
Single-Ramo Resumei. W-12
Tide Camol. IV-1
Transfer of, W-16

Dominants in Process (DIP) System, 1V-1

Duplicate Clucking, PI-3, W-16
Duplicate Dammam, IV-12
EAB (See ERIC Administrative Bulletin)
ED Namber Assignment, W-12
EDO (See ERIC Digests Online)
EDRS,

FaciTity Shipments to, IV-15
Microfiche Shipment, P/-15

El Accession Number, IV-35
ERIC Administrathe Bulletin (EAR),

Clearinghouse Input, IV-30
ERIC Clearinghouse Scope of Interest Oujda, W-3, W-28
ERIC Digest Onfme (EL)). W-38
ERIC Facility Dominus Handling, 111-1

ERIC Program Office Review,
--Review of Documents, IV-12

ERIC-cm-CD-ROM, W-3
Facility Simeon (to Clearinghouses), W-30
Form(s).

Clearinghouse Accession Log Sheet (CUE Input), W-37
Clesuinghoine Accession Log Sheet (EDO Input). W-39

Depaitment d Education DCCUIDC131 Handling FOMI, IV -7
Damning Transfer, W-17
ERIC Reply Cud, IV-8

0ERI Policy Disclaimer Label, P/-19
PRIMP.' Document Handling Poem, IV-6
Reproduction Release Fonn (Blanket Release). nr-n
Reproductim Release Foim (Specific Document). IV-20
Reproduction Release Label (Level 1). W-24
Reproduction Release Label (level 2), W-24
Scope Overlap Label, W-4

In-Process Documents, W-1
Inhumation Accompsnying Document, P/-16
Inter-Clearinghouse Transfers, W-16
Label(s),

Scope Overlap. P/-4
Log (of Clearinghouse Accesrion Numbers). P/-28
Log Sheets, 1V-9

CUE Input, W-9
Cleasinphouse Accessico Log Sheet (Completed), P7-10
EDO lupin, IV-9



HANDLING AND SHIPPING

lapm, IV-9

hficroficbs,
Complimentasy Distribution, IV-I5
Ccorplimentasy hemcdiche IV-29
Facility Archival Set, IV-IS

OERI Policy Diselsimer label, IV49
Origbal Documents (13ispasitico), W-34
Paginstion. W-9
Press Releases, 1V-3
PRIORITY Document Handling Fenn, IV-5, IV-6
FRK/RITY Doonnents, W-5, W-27

Lug Sheets, IV4
Remove List, W-13
Reply Canis. nr-26
Raman:lion Release Faun.

Maim Release, IV-22
Specific Doorment, W-20

Raprodriction Release FORM, IV-18
Reproductico Release Labels, W-19

Level I, IV-24
Level 2, IV-24

RIE IssueRemove Liii., W-13
Routine Moments, IV-S, IV-26
Scope Overlap Label, IVA IV-28
Second Copies of Documents, W-29
Shipment Verification. IV-9
Shipping Inumtioss,

Labeling sad Addressing, W-33
Packing. IV-32
Shipping Method, IV-33
Shipping Schedules, WM
Wrapping, IV-33

SliFF4DS* W-30
Single-Frame Resume (Georges-Produced). IV-14
Single-Frame Resumes, IV-12
Special IDOCCiielal (For Processing), IV-4
Summary of Sgnificant RisksHandling and Shipping, IV-v

Title Crintrd (of Documents), W-1
Tgle Wm, IV-3
Transfer (of Documents), IV-16
Vocabulary Develornot Forms (VDFs), IV-30
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